Quick Reference (Step) MSS_UWL

Purpose

Purpose

Manager Self-Service (MSS) is a single access point for Managers (or Supervisors) to find employee
information and perform managerial tasks.

The Universal Worklist (UWL) is located on the main My Work Overview-->Tasks and Alerts page
in MSS. Additionally, the UWL can also be accessed from the MySCEmployee Home Page and or
within the HR Admin functions (used to initiate Personnel and OM Actions via interactive forms).

The UWL is similar to an "in-box" for work items (tasks) and notifications. A task requires an action (either
additional transactional data or an approval). Notifications do not require an action, but are sent for
informational purposes to users who need to be aware of an important process. The items and
notifications are sent to the UWL by a workflow.

When users receive an item in their UWL, they will not be notified via email. Users who use the UWL and
are part of a process that requires an action (especially an approval), must frequently log on to the
MySCEmployee Portal and monitor incoming activity in their UWL. It is important to process any work
items in a timely manner, as pending approvals from one person can vastly "bottle neck" an entire

process!

UWL users can also assign a temporary 'Substitute' to receive and process their work items in the event
they are unable to (for example, if they are on vacation, out sick, etc.).

Trigger

Use this service in Manager Self-Service (MSS) to process work items in the UWL or set up a substitution
rule.

Prerequisites

A MySCEmployee portal user ID.
MSS users must hold the chief position in their department (organizational unit).
MSS users must have an employee master record (e.g. a personnel number) in SAP with an
active Communications Infotype record (IT0105).
e Applicable roles and authorizations (portal and SAP).
Menu Path
Use the following menu path(s) to begin this transaction:

¢ MySCEmployee Portal # MSS =2 My Work Overview 2 Tasks and Alerts = Universal
Worklist (UWL)

Transaction Code

MSS
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Helpful Hints

e Always navigate within the MySCEmployee portal (utilize the tabs, links, etc.). Do not use the
'‘Back' and 'Forward' buttons on the Internet Explorer (1.E.) toolbar, as they can give atypical
results.
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Procedure

1.Start all MSS application by logging on to the MySCEmployee Portal:

MySCEmployee
powered by SEIS

‘Welcome South Carolina State Employees

B0+ ———
J reammerd = ——

STATE INFORMAT oy
TECHNOLOGY

B*C

SC BUDGET AND CONTROL ROARD

| SCEIS Service Desk | FAQ | System Messages | Privacy R Securty Pollcy

Copyright @ 2000 Stata Of Sauth Carnlina

2 As required, complete/review the following fields:

Field R/O/C Description
User ID * R The MySCEmployee Portal User ID.
Password * R The employee's password.

3.  Click the Log on button L_Lezon |

After the user is logged on, the tabs on the main page will vary by user, depending on their
roles and authorizations. For example, only managers will see a tab for Manager Self-
Service (MSS) when they log on to the MySCEmployee portal.

6 When using web applications that maintain or create data, always ensure you leave the
application (or log off) when you complete your work. This will prevent record locking.

4 .After logging on, the user will be defaulted to the MySCEmployee Home Page.
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‘'elcome msstrain. M SCEm lo ee Help | Personalize | Log Off
Wel trains, y SOES p y Help | | Log Oft

powared by

UTUSD O Employee Seif-Service  Manager Seff-Service

Alerts and Information | Universal Workiist

| History,

Welcome to MySCEmployee Helpful Links

SC.Gov

Employee Insurance Program (EIP)
Retirement Systems

Office of Human Resources (OHR)
Employee E-News

State Holidays

SCEIS

ord keeping onsibilities directly in their hands. Through
pproval, acces: y statements, maintain bank details for direc

pi
leave requests, view various quota balances, update mailing addresses, and search for other state employee's contact information.

News Of Interest

Note: Employees who are new to MySCEmployee are encouraged fo take the Employee Self Service (ESS) and Manager Self Service (MSS) (if
appropriate) training prior to using the system. Be on the lookout for information from your respective agency's training team.

Be Sure to Verify Your Persenal Information: You are encouraged fo review and verify your personal information, such as addresses, emergency
contacts, social security number and date of birth soon after go-live

Reminder: MySCEmployee currently supports Internet Explorer versions 6 & 7. Version 8 is not yet supported by the system._

5'Click the Manager Self-Service tab | Managerseisenvies

MSS users will be defaulted to the 'Tasks and Alerts’ page. The Universal Worklist (UWL) is the first
work area the user will see when logging on to MSS.

mm—— Iy SCEmployee O T
powersd by STEIS

Manager Self-Service

Tasks and Alerts | History, Back
J4]¢] 1
Detailed Navigation E| I Universal Worklist BT
o oro e i) Aers | notifications  Tracking OnE|
+ Tasks and Alerts
» [J My Team Showr: [New and In Progress Tasks (7/7)[|[Selecta Subview.. [v|[al =] Create Task | Show Fiters Hide Preview =,
¥ [3 My Organization
» (3 My Reports Subject s | From - Sent < Priotity > ) Due < Staws =
|| Aoprove expense report of John D, Anderson =, esstraing, Sep 22, 2009 Mormal 1  Sep 27,2009 New
|| JonnD. Anderson's Leave Request =, esstrains, Oct 7, 2009 Hormal 1 New
|| somp andersons Leave Request = esstrains, Oct 7, 2009 Hormal | 1 New
|| a0t0: create poston sc Craig, William Yesterday Hormal New
|| somp angersons Leave Regues: esstrains, Oct 10, 2009 Hormal | 1 New —
|| somp andersons L eave Request = esstrains, Oct 7, 2009 Hormal | 1 New
|| 1on D. Anderson's Lesve Request =, esstrain, Sep 22, 2009 Hormal 1 New
(=1=1 - wow Jora - [ -]~ |
Approve expense report of John D. Anderson You can also:
Sent  Sep 22,2009 by esstrains, Priority: Hormal Display Detais in SAP GUI
Due:  Sep 27,2009 Status: New Create Ad-Hoc Request
Personnel no.: 00002896 Trip no.: 0000000304
Trip begins: 09/14/2009 00.00:00
Trip ends: 09/18/2009 00:00:00 =

5.1.When you first launch the UWL, it will generate the updates (new work items). This is indicated with the
message "Waiting for Update." Wait until the message is gone before continuing. All new items will be
refreshed in the worklist:
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MSS_UWL

[ wating for update

Show: [New and In Progress Tasks (11/11) |« |[Select a Subview... || [Al =]

.
|
[
|
H
[
|
[

[

Subject

Approve expense report of John D. Anderson
Approve expense report of John D. Anderson
Approve expense report of John D. Anderson
Approve trip request of John D. Anderson
John D. Anderson’s Leave Request =

John D Anderson's Leave Request =,

John D. Anderson's Leave Request =,

John D. Anderson's Leave Reguest =
John D Anderson's Leave Reguest =

John D. Anderson’s Leave Request =

UL [ Row]_tlot1t

Approve expense report of John D. Anderson

Sent  Sep 22, 2009 by esstrainS,
Due: Sep 27, 2008 Status: New

Personnel no.; 000088% Trip no.: 0000000304
144 FUAAS ARARAR

™

5.2

in b i AR

'Refresh' as shown below:

¥
I l Universal Worklist

Priority: Normal

L3

Sep 22, 2009
Today
Today
Today
Yesterday
Yesterday
Oct 10, 2009
Oct 7, 2009
Oct 7, 2009
Oct 7, 2009

-
-

[
Create Task | Show Filters Hide Preview =,
Due < Status
Sep 27, 2008 New
Oct 18, 2009 New
Oct 18, 2009 Hew
Oct 18, 2009 Hew
New
Hew
Hew
New
New
Hew
You can also:

Display Detais in SAP GUI
Manage Attachments
Create Ad-Hoc Reguest

"You can also Refresh the worklist at anytime to see any new work items. To refresh, click " then select

MY Aeris | Wetifcations | Trackng

Shew: [Hew and in Progress Tasks (41 4[| Select o Subview... [=|[41 =]

=)

[ ] Row/ 14| - |
P240 : DEF-SUP-000047707 Create Position (SC)

Q The two main tabs for the UWL are:

% ! From % Sent
Sy day
Workflow System Oct 11, 2009
Workflow System Oct 10, 2009
Workflow System Oct 10, 2009

Bl 1 Manage Substtution Rules |

[ Creflle Task | Show Fiters Hida Braview v,
= Prioll = | @ Personsize View =

Hor

L

! Display Connection Status
Horifh! Hew
Hormal 1 Hew
You can slsc:

o Tasks - A task requires an action (either additional transactional data or an

approval).

¢ Notifications - Notifications do not require an action, but are sent for informational
purposes for users who need to be aware of an important process.

6 The UWL in-box includes the following columns:

Column Name Description

Subject A description of the workflow task. The task is displayed as an
active link. To open/access the tasks, click the link.

From The User ID where the workflow task was routed from.
Note: If the workflow was sent by an automated process, it will
read "Workflow System."

Sent The date the workflow item was sent.

Priority The priority level of the workflow task.
The number indicates the number of attachments included in the

- Number of Attachments workflow.
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The due date of a pending workflow task. If the date is past due,
it will be displayed in red.

The status of the workflow item. Any new (i.e. not previously
opened or reviewed) will be displayed in bold.

Due

Status

7 .Select a work item, then scroll to the bottom to view additional details or access any attachments:

Welcome msstrain5, My S C EI I 'ployee Help | Personalize | Log Off
powsred sy SEIS
Welcome | Employee Self-Service | IUTEREE R X SRS
Overview
Tasks and Alerts | History, Back
[41+] . J AO10 - Create Position (SC) =, Craig, William Yesterday Hormal New B
Detailed Havigation Ol || o0 D. Anderson's Leave Request esstrains, Oct 10, 2009 Hormal | 1 New
¥ O My Work Overview J John D. Anderson's Leave Request =, esstrains, Oct 7, 2009 Normal | 1 New
» Tasks and Alerts J John D. Anderson's Leave Request =, esstrains, Sep 22, 2009 Hormal | 1 New
» 03 My Team
¥ 1 My Organization
» [1 My Reports
BEH . EEH
Approve expense report of John D. Anderson You can also:
Sent:  Sep 22, 2008 by esstrains, Priority: Normal Display Details in SAP GUI
Due:  Sep 27,2008 Status:  New Create Ad-Hoc Request
Personnel no.: 00008836 Trip no.: 0000000304
Trip begins: 09/14/2009 00:00:00
Trip ends: 09/18/2009 00:00:00
Reason: SAP Training
Location: Charleston, SC
Country: US - South Caroiina
Total costs: USD 1,015.83
Advance: USD 0.00
Attachments
Type Title
[  EmploveeTrip: 0000000304
-

If a workflow item requires processing (Approval or Rejection), a new window with these
options will be launched for processing.

To launch an attachment for a work item, click the corresponding link under the heading
'Attachments.’

99

Assign To Me | _ Ths putton is used when a workflow is sent to several users who have the

same role/authority to process the item (for example, to the Payroll Department). When
this button is selected, that person is taking ownership of the work item. It will then appear
only in that person's worklist. Therefore, that person will be responsible for completing the
work task.

@ Any column in the worklist can be sorted. Go to the applicable column and click - .
8.Assigning a Temporary Substitute for your Work Items

UWL users can also assign a temporary 'Substitute' to receive and process their work items in the event
they are unable to (for example, if they are on vacation, out sick, etc.).

To assign a Substitute, scroll to the upper-right portion of the worklist and click the icon " . Select
'Manage Substitution Rules' as shown below:
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/= Tasks and Alerts - SAP NetWeaver Portal - Windows Internet Explorer

Ll = https://sapportaldev.sc.gov/ir/portal w 0|+ | x [l Live Search £~
—
Links 2 Customize Links

—— — ; »
W [EE[- I & Gendron, Karen - Outlook ... ww Tasks and Alerts - SAP .. % Ia;v Universal Worklist - SAP N.. [ I [ v = v -k Page > (i Tools +

mb?%m ployee

Welcome msstrain5,

Manager Self-S

Overview

Tasks and Alerts | History, Back Forward
Detailed Havigation | I Universal Worklist F
- m_ A
» [ My Team Show: [New and In Prograss Tasks (9/9)[~|[Select a Subview... [=|[A1 =] Create Task | Show Fiters Hide Preview =
¥ [1 My Organization Refresh
» [ My Reports Personalize View
Approve expense report of John D Anderson =, esstrains, Sep 22, 2009 Hormal 1  Sep27, ge Sub
John D_Anderson's Leave Request 5, esstrains, 0ct7,2009 Normal | 1 Displd{SConnection Status
John D_Anderson's Leave Reques esstrains, 0ct7,2009 Normal | 1 New
John D. Anderson's Leave Reauest 5, esstrains, Today Normal | 1 Hew
John D. Anderson's Leave Reauest 5, esstrain5, Today Normal | 1 Hew L
A010; Create Position (5C) 5 Craig, William Yesterday Hormal Hew
John D. Anderson’s Leave Reauest =, esstrains, Oct 10, 2009 Hormal | 1 New
John D Anderson's Leave Request =, esstrain5, Oct 7, 2009 Hormal | 1 Hew
John D Anderson’s Leave Reques esstrain5, Sep 22,2009 Hormal Hew
1
Approve expense report of John D. Anderson You can also:
Sent:  Sep 22, 2009 by esstrainS, Priority: Mormal Display Detals in SAP GU|
Due:  Sep 27,2009 Status:  New Manage Attachments
Personnel no.: 00008896 Trip no.: 0000000304 Create Ad-Hoc Request
Trip begins: 09/14/2009 00:00:00 View History
Trip ends: 09/18/2009 00:00:00 =
Done /" Trusted sites | Protected Mode: Off ®100% ~

9.The following pop-up window will appear. Note: if you already have a substitution rule, it will be displayed
in the table.

Manage Substitution Rules

“ou can view and manage your task substitution rules. 'ou can make an assignee receive your tasks, or you can set an assignee to fillin for you (for example, in case you are
unexpectedly absent). You can create several substitution rules to cover all cages. You can also see other uzers’ substitution rules involving you, and you can take over another
user's tasks (if thiz user has allowed you to "fill in").

| create Rule... | Delete || Refresh |

10.Click | Create Rule... |
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Create a Substitution Rule

“ou can define which tasks you want to as=ign to a nominee. You can either make the nominee receive your tasks (for

example, when you go on vacation), or vou can allow the nominee to fill in for you (for example, in case vou are
unexpectedhy abzent)

—1] = m

Define Rule Set Rule Activation

Nominee: | || Select... |
Assign These Tasks: | Al [=]

The nominee is the substitute for all
tazks

|'"Want the Nominee To: (= Receive My Tasks

“ou hand over tasks to the nominee for the duration of your planned absence; in the next step
you can =et a start date for this rule

(" Fill In For Me

If wou are unexpectedly absent, the nominee can take over your tasks completehy

1. o (S|

Search For People

Search For Names:  |ESSTRAIN4 |] Search ;

| CurrentSelection
18 esstraind
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@ Enter (or search) the USER ID of the person who you are assigning as the Substitute.
You must know the person's User Id; you cannot search by name or personnel number.

12.Select the User ID and click . The User Id will be defaulted into the 'Nominee' field (aka
Substitute):

Create a Substitution Rule

'ou can define which tasks you want to assign to a neminee. You can either make the nominee receive your tasks (for
example, when you go on vacation), or vou can allow the nominee to fillin for you (for example, in case vou are
unexpectedly absent)

1 2 I
o N =
Define Rule Set Rule Activation

Mominee: |esstraind, || Select... |

—— 0 2=

The nominee is the substitute for all
tazks

| Want the Mominee To: & Receive My Tasks

“ou hand over tasks to the nominee for the duration of your planned absence; in the next step
vou can set a start date for this rule
" Fill In For Me:

If vou are unexpectedly abzent, the nominee can take over yvour tasks completely

13-gjigx [Hext ¥]
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Create a Substitution Rule

“fou can define which tasks you want to as=ign to a nominee. You can either make the nominee receive your tasks (for example, when you go on vacation},
or you can allow the nominee to fill in for you (for example, in case you are unexpectedly absent)

—ill B

Define Rule Set Rule Activation

On saving, turn the follewing rule en:: ¢ On - The rule will be enabled
@ At Once
' On
() Off - The rule will not be enabled

“fou can turn the rule on or off at any time on the Substitution Rules Management screen.

=
]

[« Previous | [ Save | [ Cancel]

B Select the radio button for when the Substitute should start receiving your work tasks:

e Atonce
¢  On (enter a start date) - For example, the start date of your vacation.

14.cjicyc [Save]

Manage Substitution Rules

ou can view and manage your task substitution rules. You can make an assignee receive your tasks, or you can set an assignee to fillin for you (for
example, in case you are unexpectedly absent). You can create several substitution rules to cover all cases. You can alzo see other users’ substitution rules
| invelving you, and you can take over another user's tasks (if this user has allowed you to "fill in").

| MyswsttmonRules
Create Rule... |

[=]=]-] HEH

B When you return to work and wish to cancel the Substitution rule, you must come back to

this function and click .
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You have processed work items in the UWL or set up a substitution rule.
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